EVENT PLANNING

SHIRE OF ABHAINN CIACH GHLAIS

PUBLICITY INFORMATION

Event name __________________________________________________________________________

Autocrat’s name ______________________________ Modern name____________________________


Address _________________________________________  Phone _______________________

Event date  _______________________________

· Check with editors of Æstel and Pikestaff to find out if other events are scheduled for that date.

· Check with local seneschals to find out if their groups have activities scheduled.

Describe the event (type of event, theme, meals provided, etc.)

Event personnel


Co-autocrat ________________________________________ Phone _____________________


Head Cook ________________________________________  Phone _____________________


Chief Troll _________________________________________ Phone _____________________

Site ________________________________________________________________________________

Address _______________________________________________________________________

· (If there is no street address, the announcement MUST state this clearly.)

Site contact person ____________________________________  Phone ___________________

Site capacity:  Dining ​​​_____________ Camping ______________

Hours site is open 


to event staff, from ________________ to ________________


to guests, from __________________ to _________________

Describe the site.  Include details, as appropriate, and photos, if available:

· Camping/Cabins

· Dining

· Cooking

· Candles?

· Parking

· 
Space for planned activities

· Hygiene (water, toilets, showers, changing rooms)

· Access for handicapped individuals

· Special facilities (indoor fighting space, nursery, etc.)

· Alcohol policy (wet/damp/dry)


Directions to site:

PLANNED ACTIVITIES and PERSONNEL

 Fill in information for all that apply.

Activity

Description, Facilities needed,







Equipment needed, Budget,




When activity
will occur


Person in charge, Phone #

Tournament(s)

___________________________________   _____________________________


MoL

___________________________________   _____________________________

Archery

___________________________________   _____________________________

Contests/Competitions___________________________________   _____________________________

Classes/Workshops
___________________________________   _____________________________

Displays

___________________________________   _____________________________

Dancing

___________________________________   _____________________________

Quests/Games

___________________________________   _____________________________

Children’s Activities
___________________________________   _____________________________

Performances

___________________________________   _____________________________

Courts/Royalty Liason___________________________________   _____________________________

Merchanting

___________________________________   _____________________________

Hall Steward

___________________________________   _____________________________

Chirurgeon

___________________________________   _____________________________

Road Signs

___________________________________   _____________________________

Security/Safety
___________________________________   _____________________________

Clean-up

___________________________________   _____________________________

Crash space

___________________________________   _____________________________




___________________________________   _____________________________




___________________________________   _____________________________

· Make arrangements with the Keeper of Gold Key to make sure that loaner garb and feastgear will be available at the event.

INCOME AND EXPENSES

Feel free to contact the Exchequer for assistance in completing this section.

Income
Feast limits, if any ______________

Approximate number of attendees:





On-board _____________   Off-board _____________ Out-board ____________


Free/Reduced price __________________________________________________

· Visiting Royalty are not charged to attend.  Their retainers, however, are.

· Fee is reduced for autocrats and feastocrats.

· Visiting performers may be given a reduced price in exchange for entertainment.

Prices:


On-board _____________   Off-board _____________ Out-board ____________


Camping (if extra) ______________
Other ______________________________


Children/Family ____________________________________________________

· Determine a policy for deadlines for reservations, for whether on-board spaces must be paid in advance, for discounts or late fees, and for refunding money for no-shows.

· In the event announcement, be sure to mention:  

· Make checks payable to “SCA PA Inc. -- Shire of ACG” 

· costs for the event

· name/address of the Chief Troll

· deadlines for reservations

· feast limits, if any

Expected Income:  __________________ x ______________  = ___________________



         (Approx. attendees)
      (Cost)

 (Expected Income)

· Generally, you will have a pretty clear idea of how many on-board reservations you can reasonably expect to fill, based on the number of people you are planning to serve and how many on-board reservations we have had for recent events.  A good ballpark figure is 80% of the number of on-board seats available.

Expenses
· Determine, with the advice of the people in charge of the various activities, how much money each activity should be allotted.  Use this to help you determine the expected expenses.  Also, compare your estimates with how much was spent on recent events to make sure your figures are close.  Check with people to make sure they are staying within their budgets.  Make sure they contact you immediately if they think they might go over budget.  

· Remind your event staff that no reimbursements will be paid without a receipt.  Ask them to bring their receipts to the event so they can be reimbursed right away.

· Ask the Head Cook to break down food expenses according to:  Feast, additional meals planned, supplies/miscellaneous.  At recent events, we have planned to spend roughly, per person, $5 for feast, and $1 for each additional meal.  Approximately 5% to 10% of the food budget is spent on supplies (cleaning, paper products, etc.) and miscellaneous (coffee, tea, sugar, milk for these, etc.).

Costs:


Site  _______________   Supplies  ____________   Duplicating  _____________


Feast  _______________   Other Kitchen Expenses _______________________


Prizes  ______________
Postage ________________


Other _________________________________________________________


Other _________________________________________________________

· Will the site charge extra for garbage removal or cleaning?

· See if folks will donate or make prizes rather than purchasing them.


Expected Expenses = ________________________

· It is wise to add at least 10% to estimated expenses to help provide a cushion if something unforeseen should happen. Then round up the cost per person to the nearest dollar or half dollar, to make collecting money easier for the Troll.


Cost per person: _________________  /  ______________  = _______________



             (Expected Expenses)     (Approx. attendees)    (Cost per person)

· Determine the cost per person (omit the feast expense), and then add the cost per person for the feast to determine the on-board price.

How many attendees will be needed to break even? _______________________ 

Event Profit:


___________________  -  ________________ = _________________

  
  (Expected Income)
       (Expected Expenses)
(Expected Profit)

From our shire’s Customs:  An event proposal including cost estimates shall be submitted to the shire in advance.  Proposals should be submitted with sufficient time for consideration by the populace, and must allow for planning and publication of the event.  This takes months, not weeks.  

After the event, please give to the Exchequer a copy of this form, along with  

· Copy of site contract, map, and rules

· Copy of event announcement used for publication

· Schedule of activities

· Menu 

This will be used to assist future autocrats in planning events.

The autocrat should also keep a copy.

EVENT PROPOSAL

SHIRE OF ABHAINN CIACH GHLAIS

SHORT FORM

EVENT INFORMATION

Event name ____________________________________________________________________

Autocrat’s name ___________________________ Modern name_________________________


Address ______________________________________  Phone ____________________

Event date  _______________________________

Describe the event (type of event, theme, meals provided, etc.)

Event personnel


Co-autocrat _____________________________________ Phone __________________


Head Cook _____________________________________  Phone __________________


Chief Troll ______________________________________ Phone __________________

Site __________________________________________________________________________

Address ______________________________________________________________________

· (If there is no street address, the announcement MUST state this clearly.)

Site contact person ____________________________________  Phone ___________________

Site capacity:  Dining ​​​_____________ Camping ______________

Hours site is open 


to event staff, from ________________ to ________________


to guests, from __________________ to _________________

Directions to site:

INCOME

Prices:


On-board _____________   Off-board _____________ Out-board ____________


Camping (if extra) ______________
Other ______________________________


Children/Family ____________________________________________________

Expected Income:  __________________ x ______________  = ___________________



         (Approx. attendees)
      (Cost)

 (Expected Income)

EXPENSES

Costs:


Site  _______________   Supplies  ____________   Duplicating  _____________


Feast  _______________   Other Kitchen Expenses _______________________


Prizes  ______________
Postage ________________


Other _________________________________________________________


Other _________________________________________________________


Total Expected Expenses = ________________________


Cost per person: _________________  /  ______________  = _______________



             (Expected Expenses)     (Approx. attendees)    (Cost per person)

How many attendees will be needed to break even? _______________________ 

EXPECTED PROFIT


___________________  -  ________________ = _________________

  
  (Expected Income)
       (Expected Expenses)
(Expected Profit)

Copies of this completed form must be given to the Seneschal and the Exchequer before a vote to hold this event can be held.

Attach copy of autocrat’s membership card.

SHIRE APPROVAL


On _____________________ , shire members voted and approved holding this event. 

